CCi;iZI'err‘SS The recommended browseris Google Chrome.
nli r
Les 4

Creating an

Application
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Before proceeding please login to your Citizen
Access account portal . Creating an account Is
easy and 1 tos free. | f you
creating an account, please phone the

Development Services Department Customer

Call Center at (210) 207 -1111, M -F, 7:45am to

4:30pm or email Call Center _.
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx
mailto:Call%20Center%20%3cCallCenter@sanantonio.gov%3e

After login to your
account,

click category for the
type of application you
want to create.
Categories include Land
Development, Building
and Fire. You may click
the category across the
top navigation bar, or
drill down the page and
click a category

(shown).

I | 1 § 1 riu v | I
I

Click a category here.

..........

_— _ Or, click a
category
here.
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Clicking a category
from the blue
sections (shown)
lead you directly to

a disclaimer page.

— ] e—
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Home  Land Development VL0 Fire
Search w..na Create an Application

Clicking a category from the top navigation bar leads
you to a Records page. A second navigation bar
displays, click Create Application (#1). The

Disclaimer page displays.
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Read through the
Disclaimer. Use
the scroll bar to
move the text In
the box up and
down. Acceptthe
General Disclaimer
terms by clicking
the box to the left
(#1).

Click Continue

Application (#2).

Welcome to the City of San Antonio

Announcements | Logged in as-Juliss Caesar | Collections (1)w | Repons (11 " | Account Management | Logout

Home  Land Development Fira

Search Applications Create an Application

Online Application

Walcome to the Cigy of 5an Amonio Development Services Department's Online Permitting System. Use this systam from the convenience of your home or office, 24 hours a day wo:
» Submit and update information
= Pay feas
» Schedule inspections
= Track the sxarus of your applications
= Pring your final record

To get starred you MUST: . . -
= “Allow Pop-ups from This Site” - More informiasion can be found ax Customer Poreal R’Eﬂd throuqh dlsl:lalm'ﬂ r. CIICk
» Accept the General Disclaimer balow box to the left [#1] to accept
General Disclaimer terms.
All City of 5an Antonic web sites, including but not limited wo the - o
Development Services Department Customer Poreal, www sanantonioogow, -
AWLCILS 3L LS, Wowrw_sanantonio.gov/ GIS, www.alamodome com, -
W sanantonioovbucom, www visitsanansonio.com, mysaplorg and

sapl.sat lib.tx.us are provided as a public service. PLEASE MOTE thae usars of
thase web sites are responsible for checking the accuracy, completenass,

currency amd/or suitabilivw of all information. The CITY OF SAN ANTONIO M

| have read and acCepeed the ahove terms.

‘Continue Application »

9/28/2020



Create an Application Search Applications

Create this application as

O Myself
.:i.:.AnDther PETEﬂ'ﬁ * patricia.cavazos{@sanantonioc.gov™ If DEIEgﬂtE on [!’I{H‘E thﬂ“
~ — one account, click drop-
down arrow to view
selections.
Continue Application » h i
Only 1 f you are a Delegate on someone

account does the Create this application  screen display (shown).
Click the radio button to the left of Myself or Another Person . If
you are a Delegate on more than one account, use the drop -down
menu to make your selection.

Click Continue Application.

9/28/2020



We are using a
Building category
example. The Select
a License page
displays. Click the
License drop -down
menu to select a
License type (#1).
Select None
Applicable |, If a
license does not

apply.
Click Continue

Application.

Home  Land Development Fire

Search Applications Create an Application

Select a License

Sedect 3 lloanse for this record from the list Delow. The avallable permilt recond type(s) 5 determined Dy the type of the lIoenss assoCiated with your account.

* Licemses:

= We are using the Building category as an
example. Click the Licenses drop-down
arrow to select a Licensed Professional

PR, from your account.

Select a License

Sedect a llicense for this record from the list Delow. The availlable parmit record wype(s] s desermined by the type of the lloense assoeciaved with your account.

* Licenses:

Demoiidon OMC-Z0-005E1

CEy Residenfial Bullding Cror R2C-Z0-0057

Sidewalk & Curd Contrador

State Electrical Canfractar SEC-2
M cal Cantract

9/28/2020



Home  Land Development Fire

Search Applications Create an Application

Select a License

Sedect a lloense for this record from the lisy bedow. The avallable permit recornd type(s) IS dessrmined Dy the type of the lioense associaved with your aCCount.

*Licenses:

State AMF Contractor RHP-20-NIEWS
Jullus Caesar Primary Phone-2102070000 If a License is selected the
1501 = alamo Mobile Phome: . .
anamonio Fax ~— Licensed Professional
s3n amonia, TX Fa2d Staee RMP Contraceor

RMP-20-NTBWS2 information displays.

If a License Is selected, the Licensed Professional
iInformation page displays (shown).

Click Continue Application.
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Home  Land Development Fire

Search Applications Create an Applicaticn

Select a Record Type

Choose one of the following avallable record gypes. For assistance of w0 apply for 3 recond wype not lsred below please comtact us.

() Annual Malimenance Permi Application (0 Residanial Bullding Permil Application
() Cer@cate of Occupancy Application () Resldanial Fenca Agplcation

In our Building example, a
() Commercial Project Application i) Resldanial Improvemenis Peamil Application

list of Building record-

() Demalman Pecesiran Profection Appiicasan () Sioewalk-Curd Applicatian t}"pEE dlEpIE}" To EE|ECt,
click the radio button to the
left of your selection (#1).

() LSR MEF Pesmi Appllcation () Tree AMdaviPamit Agplcation - -

() Fire Damage Assessment Reguest () Sign Parmit Applcation

(D) Manuiactured Home Appllcaton

() MEFP Trade Pesmiis Applicaton

(® Minar Sulldng Repalr Appilcaton

"0 select a Building record  -type, click the radio button to

the left of your selection (#1).

Click Continue Application.
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Home  Lamd Development Fire

Search Applications Create an Application

Mimor Building Repair Application

Step 1: Property Information > Froperty
Physical Address is preferred.

" indicaies a reqgueresd field

Plaase makas sura you anner e Srread Mo and Sraer Nama wian sqarciking foran addaress for the besr raselrs.

UnitSuite: Lwet# h Buildir;: Type address. Click

) | Search. |

=3
Step 1 of the application displays. Notice the navigation bar
displaying the number of steps in the process (#1). Citizen
Access Portal gives help text throughout process (#2). Type

address. Click Search (#3). 9/28/2020



The Parcel and

Owner Parce
* City Parcel Mumber: County Property 1D
Informatlon pre - Legal Description:
fIIIS after the o o ’ After the address is typed, and
e o Search is activated, the system pre-
Add ress o oot et e fills the Parcel and Owner
1900 5 ALEMO ST, SAN ANTOMID, TX 72204 infﬂrm Etiﬂn fﬂr FDU.
Information Is ) -

entered and the Slb s

Search button Is Oner

Orwiner Mame:

L]
clicked e
]

Address

PO BOX E3DA5E, SAN ANTONID, TX, US, TEIS3-35855

Click Continue —

Application.
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Home  Lamd Development GO Fire

Search Applications Create an Applicaticn
I imor Building Repair Application

=

Infoamaticn

Step 2: General Information > General Infermation

'.“'h..h Y indicates a reguired fisld

General Information

GEMNERAL INFORMATION

A separahe permilt (S required for each type of Work and for each bifiding. Hecerfcal, plimbing ana/or mechaniCal work, if performed, reqguire Separste penmiis

* Minor Bulkding Repalr Type:

Aesidential A=pair Fermi™

*Type of Zoning Use: - Required fields contain a red
oot I asterisk (*). The application
Bulcing Rece| does not progress until
required fields on a page are
completed.

Lawve and resume [ater Continue Application =

Notice the system now moves to Step 2 (#1, #2). Complete
all required fields in the General Information space

(shown ). Click Continue Application.
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Home  Land Development 0G0 Fire

Search Applications Create an Application
Mincr Building Repair Application

Property General
! \nformation 2 \nformasion

Step 3: Contact Information = Applicant

If paying by "Escrow”, please ensure the "Escrow Owner” is listed on the application. If you are authorized to use this Escrow Account, please ensure you are
listed as an "Authorized Agent”.

‘h"""l-.'_ " indicaies & reguered field

e

Ta qdli the Aopdleani nformafon, e Focr docoeni Hanagemsni pags.

Julius Caesar

patriCla rosasasanantonio.goy
Primary Phone: 21 0-207-0000
Secondary Phone

Fax \
Wl \

¥ Contact Addrezesa

e The Applicant information displays.
Showing 1-10 of 24 o
Addiress Type Recipient Addiress r Action
Maiing
Physical i

Step 3: Contact List Information -Applicant page displays

(shown). The Applicant information displays (shown).
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Applicant Also Known As:
fCheck ai that apgply)

Authorized agent: Click the box to the
Company Nama/Eusinass Cwner: nght Df App“cant

Escrow Owmsar:

Also Known as
categories that apply.

PROPERTY OWNER If Yes is selected as
e & Yes O Mo the answer, an

I ot o o s e o, acknowledgment box
inapaction per Clity Code 10-115 a){1).. * d|5p|ay5 (#‘1 }

"—'

Continue In Step 3 and complete all required fields.

Click Continue Application.
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Hizima Lared Dorialiogmiant m Fira

Saanch Applicatiomns Cragie an Applcation

Miror Bullding Repalr Applcation

!Mcm  Irfor—abon

S5ep 37 Contact INANIMMEtion = Contact List

Always select Look
_ Up before Add New
contact to avoid

duplicates in the
system.

Tz s o e coeiect. :I.':ll:].nl:l'r-up-n'ﬁnh'l'uh'ﬁ'nﬁthn

The Licensed Prodessional for the selashed Improvamsant brps most b a Uconsed “Residenbial Buloer Comtrachor.”.

o Licersed prokessonal added successiuly

Jullies i.'_:ms:l'

Licesrss Type it mcart J'\-I.II e
Lic 's '-| m*-:-' |: F' [

Adn i Wi T --1

it Aemores

Step 3 continues (#1). Verify Contact information. Select Look Up
before Add New to add a contact. Click Continue Application.
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Minor Ruildino Renair Annlication

5 General g Contact
Imformation Imformation

Step 4: Application Information = Residential Repair Info
* Indiicatas a3 required nald.

Residential Repair Information

RESIDENTIAL REPAIR INFORMATION Cnmplete all required fields.

Is there structural work invclving framing of reof, walls, doors, (2 ves (80 Mo
windows, floors, or stairs?: #

Is this a full remodel where over 3% of the home is being repaired (7 Yes @ No
or renovated?: #

Is this permit application only for intericr demolition?: * (7 Yes (8 No

Is permit application to convert an attached garage or other un- (2 ves (80 Mo
insulated space to living space?: *

Conwversion of a detached garage, or any accessory building, to additional living space requires an application for a Residentizl Building Permit.

Is permit application to convert a detached garage or detached (") Yes () Mo
accessary building to living space?: *

Complete thiz section for all scope of work that applies.
Are you installing wall or ceiling insulation?: * ) Yes (@ Mo

Humber of Windows being replaced (excludes glass replacement):

Humber of Pre-hung Doors being replaced (excludes door or hinge  _
replacement): -

Mumber of walls andlor ceilings being repaired [excludes paint, -
wallpaper, paneling or patching): -

Is there any siding being replaced? (excludes addition of new () Yes (@ No
siding cwer old without removall:

coma e

The system advances to Step 4: Application Information (#1).

Complete all required fields. Click Continue Application.
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Home Land Development OG- Fire

Search Applications Create an Application

Minor Building Repair Application

2 General 2 Contact
Information Information

-
Step 4: Application Information = Acknowledgement ~

* indlicates a required fiedd.

ACKHOWLEDGEMENT

*| acknowledge if electrical, mechanical, or plumbing work is
required, a state -licensed professional must obtain a permit and
complete the required inspections.:

cor o

Every record -type contains its own workflow specifics but Citizen
Access displays a navigation bar at the top of all record -type
applications. Complete all required fields within a step and click

Continue Application to move through all steps.
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Home  Land Development TG Fire

Search Applications Create an Application

Minor Building Repair Application

; Contact 4 Tupplication
Information Information

Step 5: Document Information > Documents

—~— * InliCabes 3 required Meld.

Attachment

To add a document to your application,
To upload a new document click Add. click Add (#1 }

The maximum fMie size aliowed Is 80 ME
memihem;mbymbmi are disafiowsd flle types to upioad.

Type Zlze Latest Updata Action
found.

In our example, we have moved on to Step 5. Document
Information step.  To add documents to your application, click
Add (#1).
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Organize « Mew folder =~ [O @
4 ¢ Favorites Docume nts_ library Arrange by: Folder
Ml Desktop Includes: 2 locations
W Downloads MName Date medified Type Size i
' & OneDrive
s . ArcGIS 71/11,/2019 1:16 PM File folder
= Recent Places
| Status Reports _ . Custom Office Templates 7/11/20191:16 PM File folder =
. . Fax 71/11,/2019 1:16 PM File folder
. Training Manuals
| BuildSA Support .5 My Shapes 7/11/20191:16 PM File folder A
| Record's Tracking S| . OneMote Motebooks 7/11/20191:16 PM File folder
. Outlook Files 171/2016 8:17 AM File folder
e . Prezi 7/11/2019 1:16 PM File folder
4 = libraries
> |5 Documents B . SAP 5/31/2016 4:01 PM  File folder
J; : . Scanned Documents 7/11/2019 1:16 PM File folder
@' Music
: . Snaait 9/2/2020 10:27 AM  File folder
> gﬂ Mew Library
* || Pictures
- ™ Videos
BSAR2- 5/11/2020 9:57 AM  Microsoft Word D... 91 KB -
File name: ~ | All Files v|

9 Open | | Cancel |

If adding a document, after Add is clicked, an internet

browser window displays. Locate the file, click to select it

(#1), click Open (2).

9/28/2020




The File Upload

screen displays.
Walit until the file

IS uploaded to
100% (#1).  Next,
click Continue

(#2). 0 add

additional

documents,

repeat the steps.
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